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POLICIES AND PROCEDURES
~)

ACADEMIC FREEDOM

Academic freedom is essential to the educational goals of Rollins College. "Academic freedom"
refers to the policy of maintaining conditions of free inquiry, thought and discussion for every
member of the faculty in professional activities of research, teaching, public speaking, and
publication. These conditions are regarded as necessary rights accruing to appointment on the
faculty. Faculty members have the correlative obligation to speak and write with accuracy, with
due respect for the opinions of others and with proper care to specify that they speak on the
authority of their own work and reputation, not as special pleaders for any social group, external
agency, or as purporting to represent Rollins.
The faculty collectively may regulate such freedom, within the spirit of the 1940 Statement of
Principles and Interpretive Comments, "Academic Freedom and Tenure," endorsed by the
AAUP.
Freedom of Expression
1. Classroom Expression
A.

Discussion and expression of all views relevant to the subject matter are
permitted in the classroom contingent only upon the responsibility of the
instructor to maintain order.
1)

Students are free to take reasoned exception to the data or views offered
in any course of study and to reserve judgement about matters of
opinion, but they are responsible for learning the content of any course
of study for which they are enrolled.

2)

Requirements of participation in classroom discussion and submission of
written exercises are not inconsistent with this section.

B.
Academic evaluation of student performance shall be neither prejudicial nor
capricious. Performance should be evaluated only on an academic basis, not on
opinions or conduct in matters unrelated to academic standards. Students who
believe they have been subjected to arbitrary or discriminatory academic evaluations
are guaranteed the right of appeal. In questions regarding the above, students shall
follow the recommended procedures in attempting to have decisions re-assessed by
the instructor.
1)

Appeal to the individual instructor directly.

2)

Appeal to the appropriate Dean.

3)

Any appeal shall be initiated after the issuance of a grade or evaluation,
but before the end of the following term.
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C.

,,
2.

3.

Information about student views, beliefs, and political associations acquired by
professors in the course of their work as instructors, advisors, and counselors is
confidential and not to be disclosed to others unless under legal compulsion or
by request of the student. Questions relating to intellectual or skills capacity
are not subject to this section except that disclosure must be accompanied by
notice to the student.

Campus Expression
A.

Discussion and expression of all views are guaranteed within the institution
subject only to requirements for the maintenance of order. Support of any
cause by orderly means which does not disrupt the operation of the institution
or violate civil law is permitted.

B.

Students, campus groups, and campus organizations may invite and hear any
persons of their own choosing subject only to requirements for use of
institutional facilities and funds.

Protest
A.

The right of peaceful protest is recognized within the institutional community.
1)

B.

Orderly picketing and other forms of peaceful protest are not to be
prohibited on institutional premises.

Interference with ingress and egress at institutional facilities, interruption of
classes or institutional operations or damage to property exceeds permissible
limits of behavior and will not be permitted.

4.

C.

Even though remedies are available through local enforcement bodies, the
institution may choose instead to impose its own disciplinary sanctions in cases
of disorderly picketing and unpeaceful protest.

D.

Every student has the right to be interviewed on campus by any legal
organization which is recruiting at the institution. Reasonable conditions may
be imposed to regulate the timeliness of requests and to determine the
appropriateness of the space. Any student, any group, or any organization may
protest against such organization provided that protest does not interfere with
any other student's rights to have such an interview.

Confidentiality of Student Records
Federal legislation (Family Educational Rights and Privacy Act) mandates standards
for the protection of the confidentiality of student records and, at the same time,
gives students the right to inspect the contents of their complete file in compliance
with the law.
Rollins students have access to their own records and the
confidentiality of those records is guarded.
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One of the provisions of the law allows institutions to release "directory information"
as a matter of course, providing students have a reasonable time to ask that any or all
information be released only with the student's prior consent. Rollins publishes a
student-faculty directory that includes names, campus and home addresses, and
telephone numbers. Such a directory, when complete and accurate, is invaluable to
students, teachers, and administrators.
Rollins College considers the following to be directory information: name, class,
address (campus and home), parents' names and address, telephone listing, date and
place of birth, major field of study, participation in the officially recognized sports,
weight and height of members of athletic teams, dates of attendance, degrees, awards
and honors achieved in the curricular and extracurricular life of the college, the most
recent previous educational institution attended by the student, and individually
identifiable photographs of the student solicited by or maintained directly by Rollins
as part of the educational records.
Unless students have requested in writing to withhold any or all such directory
information, the college will release it. Requests to withhold such information must
be made annually prior to August 1.
The law also makes the educational record available to parents or guardians when the
student is claimed as a dependent with the Internal Revenue Service. The college
assumes all of its students are so claimed unless evidence to the contrary is submitted
to the Dean of Student Affairs in the undergraduate day program, or the appropriate
Dean in all other programs. Records are available to either parent or guardian of
dependent students unless the college has been provided with evidence that there is a
court order, state statute or legally binding document relating to such matters as
divorce, separation or custody that specifically revokes these rights.

AMOROUS RELATIONSHIPS WITH STUDENTS --Pbtenrlally I

As an educational institution, Rollins College strives to maintain for its students an environment
of safety, trust, and respect for others.
Because sexual harassment undermines such
environmental traits, the institution expressly proscribes harassment. Rollins recognizes that
"consensual" amorous relationships between faculty/staff and students differ from sexual
harassment. It also recognizes, however, that prevailing legal standards applicable to sexual
harassment now place amorous relationships within the context of laws prohibiting
discrimination in employment and educational settings. Romantic relationships, which begin
with mutual consent, may become conflicted and result in charges of sexual harassment. Such
charges are treated no different legally than if they had originated from a faculty or staff member
making overt and unwelcome advances upon a student.
Courts rulings currently place relationships between students and faculty/staff in the same
category as those between patients and psychiatrists. That is, amorous relationships between the
two are more
than just ethically dubious. A significant number of court decisions have held that faculty and
student relationships are inherently unequal because faculty members have power over students.

I
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In relationships that are inherently unequal, even putatively consensual romantic relationships
are legally as well as ethically problematic.

r

Accordingly, all faculty/staff are expected to refrain from amorous relationships in circumstances
in which they exercise power or influence over a student. Those who violate this policy will be
subject to the disciplinary procedures of the institution, including the possibility of termination.

CONFLICT OF INTEREST

Regulations published by the Department of Education require that grantee institutions develop
and promulgate a definitive "conflict of interest" policy. These regulations read as follows:
"Grantees must establish safeguards to prevent employees from using
their positions for purposes which are, or give the appearance of being,
motivated by a desire for private gain for themselves or others, such as
those with whom they have family, business or other ties. Therefore,
each institution receiving grant support must have written guides for staff
members (administrators, faculty members, professional staff or other
employees) indicating the conditions under which outside activities are
proper or improper, and providing for notification of these kinds of
activities, relationships, or financial interests to a responsible and
objective institutional official."

Consistent with the terms set forth above, the following policy has been adopted by Rollins
College:
"It is the policy of Rollins College that members of the faculty and staff
shall refrain from accepting gifts or favors of monetary value, or
engaging in private business or professional activities where there is or
would appear to be a conflict between the individual's private interests
and the interests of Rollins College."

1. Conflict of Interest Policy
A.

Statement of Purpose: Rollins College was organized and exists for the
purpose of qualifying its students ".. .to engage in the learned professions or
other employments of society and to discharge honorably and usefully the
various duties of life." A fundamental principle of such endeavor is the
application and use of high ethical and moral standards. The purpose of this
policy is to assure all who look to Rollins College for service and leadership
that those persons who establish and administer policy and those persons who
teach and otherwise work in the employ of the college dedicate themselves to
the welfare of the college and its students to the exclusion of ulterior purposes
and conflicts of interest.
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B.

Scope: This policy applies to all trustees, officers, faculty members, and
employees of Rollins College and is intended to serve as guidance for
members of their immediate families.

C.

Conflict of Interest: A conflict of interest exists when any individual covered
by this policy has a relationship or engages in an activity which impairs or
adversely influences his or her judgement with respect to policy promoting the
best interests of the college and the public good, or which impairs or adversely
influences the performance of his or her duties to the college.
A conflict of interest exists when a person benefits financially, either directly
or indirectly, from his or her employment or appointment by Rollins College
save and except for compensation and financial benefits paid or granted by the
college.

D.

Disclosure: In any case where a conflict of interest exists, or may exist, or the
appearance of a conflict of interest may exist, it shall be the duty of the person
covered by this policy to disclose his or her interest, including any interest in
the organization or entity which may benefit from the person's association with
Rollins and including any such beneficial interest a member of the person's
immediate family may have because of the person's association with Rollins
College.
Persons who perceive the existence of a conflict of interest shall not endeavor
to resolve the conflict or determine that the external benefits will not adversely
affect Rollins College; but shall make a full disclosure of the facts,
circumstances, relationships and transactions as follows :

(

1.

Trustees (including the President) shall report to the chairman of the
board

2.

Officers shall report to the President

3.

Faculty members shall report to the vice president for academic affairs

4.

Other employees shall report to their immediate supervisors who shall
keep the appropriate officers of the college currently informed.

Reports shall be made promptly, and, at the discretion of the person receiving
the report, shall be made in writing and signed by the person making the
disclosure.
B.

Restraint on Participation: Persons covered by this policy are encouraged to avoid
relationships and transactions which constitute a conflict of interest. When such
situations cannot be avoided, the persons involved shall refrain from participating in
consideration of the transaction affected by the conflict of interest, unless under
special circumstances the college determines that their participation is imperative for
the welfare of the college and the public good. If such a waiver is indicated, it shall
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be in writing and signed by the officer or board making the determination, and a
copy of the waiver shall be provided to the chairman of the board and the college
attorney.

COPYRIGHTED MATERIALS

Faculty and Rollins personnel working with faculty should be familiar with restrictions on the
use and reproduction of copyrighted materials. Faculty are expected to adhere to their best
understanding of the current U.S. copyright law. Copyright protection extends to literary work,
musical works (including lyrics), dramatic works, choreographed works, pictorial and graphic
works, sculptures, motion pictures and other audio visual works, sound recordings, and software.
Legal limits to "fair use" of these materials are not always clear, but non-profit institutions are no
longer exempt from copyright law provisions. Faculty reproducing copyrighted materials for
classroom use should obtain the permission of the copyright holder or, if this is not feasible,
consult with their department head and dean/director. Faculty and administrators are reminded
that a copy of commercial software is licensed to one PC only.
In order to assist faculty with the preparation of copyrighted course materials, the copy Center
has entered into an agreement with a national reprographics company which has extensive
experience working with university publications. This company has an established division
solely dedicated to acquiring copyright permission for clients around the country.

Available immediately, to apply for copyright permission, professors simply need to bring the
copyrighted materials to be duplicated to the Rollins College Publishing Center (or call extension
2332). The Publishing Center will take over from there, including securing the publisher's
copyright permission for the number of copies needed, duplicating the materials in the correct
number for the class, and transporting the finished materials to the bookstore for sale to the
students. The cost of the copyright royalties will be included in the sale price of the materials.
As the granting of copyright permission can take from less than a day to several weeks, please
try to bring copyrighted materials to the Copy Center as far in advance of a due date as you can.

DISABILITY POLICY UNDER THE REHABILITATION ACT OF 1973 AND
THE AMERICANS WITH DISABILITIES ACT OF 1990

Rollins College is committed to equal access and does not discriminate unlawfully against
persons with disabilities in its policies, procedures, programs, or employment processes. The
College recognizes its obligations under the Rehabilitation Act of 1973 and the Americans with
Disabilities Act of 1990 to provide an environment that does not discriminate against persons
with disabilities.
A disability is defined as: a physical or mental impairment which substantially limits one or
more major life activities such as caring for one's self, performing manual tasks, walking, seeing
hearing, speaking, breathing, learning, or working. Individuals with a history of such an
impairment or who are regarded as having such an impairment are covered under these
procedures.
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Rollins College will make reasonable accommodations for any individual with a documented
disability on a case-by-case basis.
Members of the college community who believe that they require an accommodation must
provide either the Coordinator of Diversity Programs (if they are a student) or the Director of
Human Resources (if they are a faculty or staff member) in writing with the following
information:
1.
2.
3.

They must identify themselves as a person with a disability,
they must identify the nature of the accommodation desired,
they must provide adequate medical or other appropriate documentation of the
disability and the desired accommodation. Such documentation must be less than
three years old.

The Coordinator of Diversity Programs will forward the requests from students for
accommodation to the appropriate campus office and the student will be informed by the
Coordinator of the accommodation offered within fifteen days. The Coordinator may also help
facilitate a resolution through mediation. The Director of Human Resources will consult with
relevant departments as appropriate for requests from members of the faculty and staff. The
Director of Human Resources will inform the staff or faculty member within thirty days of the
accommodation offered.
If a student or faculty member is dissatisfied with the accommodation offered they may
appeal to the Provost or designee. Members of the staff may appeal to the appropriate VicePresident. No accommodations will be made for any member of the college community who has
not completed the process outlined above.

EMPLOYMENT - OUTSIDE AND OVERLOAD

The college expects appointment to the faculty to be full time employment, and therefore expects
each faculty member to give his or her Rollins responsibilities primary attention. Consulting is
an appropriate form of professional activity and may be a form of professional development.
Consulting responsibilities should be cleared with the appropriate Dean. (Some faculties have
more specific policies). Teaching for other institutions should be cleared with the appropriate
Dean. Normally, overload teaching at Rollins is limited to one course per term.
Overload and Adjunct Pay
The adjunct and overload pay rates, per standard course, as of September 1, 2000, are given
below. Note that a standard course in Arts arid Sciences and Holt is 4 semester hours, while
Brevard it is 3 semester hours. Courses with a different semester hour value are paid on a pro
rata basis.
Adjunct
Experience at Rollins

0-3
Semesters

4-9
Semesters

10 or more
Semesters
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$1,400
$1,600
$1,800
$2,000

BA/BS
MA/MS
A.B.D./MF A/MBA
Ph.D/Ed.D/DF A

$1,600
$1,800
$2,000
$2,200

$1,800
$2,000
$2,200
$2,400

In exceptional circumstances the Dean of a particular academic program may take into account
market conditions or other considerations (e.g., outstanding teaching performance over a period
of time, national reputation in the field) and award a discretionary amount of up to $400 per
course.

Overload (for full-time and emeriti faculty)
Instructor
Assistant
Associate
Professor

$2,000
$2,200
$2,420
$2,640

Graduate Adjunct and Overload Pay:
Instructor
Assistant
Associate
Professor
2.

$2,800
$3,000
$3,200
$3,400

Discretionary Increment
This is a dollar increment which may be given by the Dean of an academic program:
$200 for outstanding teaching performance in the school over a period of time,
or
$200 for faculty who have obtained a national or regional reputation in the
field in which they have demonstrated the following:
a.

Positions within appropriate businesses, organizations, or associations

b.

Published contributions

c.

Awards received

$200 for Adjunct Associate Professors under the following conditions:
a.

These increments are given at the discretion of the appropriate dean.

b.

These are not transferable when an adjunct moves from one program to
another.
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ENDOWED CHAIRS
,;

n

A.

Appointments
Appointments appropriate to the conditions of the chair will be made by the President upon
recommendation from the Provost and the appropriate Dean. Appointments are made for a
five-year duration and are renewed at the pleasure of the President.

r
B.

(

C.

Rights and Responsibilities
1.

Each chair shall have at its disposal a standard discretionary fund to be used for
support of professional activities of the chair holder.

2.

The holder of the chair shall receive one course reduction per year to be used to
pursue professional activities such as research, writing, or performance and a stipend
with benefits. A written report outlining professional activities and research in
progress must be submitted annually to the appropriate Dean and the Provost.

3.

It is the annual responsibility of each chair holder to share the results of their
professional activity with the college community and community at large. This may
take the form of lectures, performances, workshops, or other appropriate community
activities.

Qualifications

Normal minimal requirements for the position are the achievement of the rank of full professor
and demonstrated professional activity. Holders of endowed chairs should be distinguished for
their outstanding scholarship and teaching excellence.

Endowed Chairs 2000 - 2001
Theodore Bruce and Barbara Lawrence Alfond Chair of English
Established in 1994 by Ted '68 and Barbara Lawrence Alfond '68 to honor a distinguished
professor of English, enhancing the reputation of both the department and the College and
enriching the educational experience of its students.
Irving Bacheller Chair of Creative Writing
Established in 1940 through the efforts of former Rollins trustee Joshua Coffin Chase, who
spearheaded a campaign to endow this faculty chair in honor of Dr. Bacheller's contributions to
literature and education.
Archibald Granville Bush Chair of Mathematics and Computer Science
Established in 1966 by Mrs. Archibald Granville (Edyth) Bush "to bring distinguished
mathematicians to Rollins to teach, research, lecture, and assist in the development of the Bush
Science Center program."
Archibald Granville Bush Chair of Natural Science
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Established in 1969 by The Bush Foundation to recognize outstanding faculty members of the
natural sciences and to develop the calibre of faculty necessary "to assist the Bush Science
Center in becoming one of finest in the state of Florida."
George D. and Harriet W. Cornell Scholars in Classical Studies
Established in 1985 through a gift from George D. '35 '85H and Harriet W. '35HAL '90H
Cornell and a challenge grant by the National Endowment for the Humanities to serve as the
cornerstone of Rollins' Classical Studies Program. This endowment provides for the recruitment
of distinguished scholars, who will promote the understanding of and appreciation for classical
civilization and thought, enabling the College to enhance the interdisciplinary character of the
program and its quality and visibility in the coming years.
Kenneth Curry Chair of Literature
Established by Dr. Kenneth Curry '32, an emeritus professor of English at the University of
Tennessee and author of many books and articles on English literature of the Romantic period, to
recognize outstanding faculty members in the field of literature. The first chairholder was named
in 1999.
Raymond W. Greene Chair of [Health and] Physical Education
Established in 1967 by Raymond W. '23 and Wilhelmina ("Billie") '27 Greene to recognize a
distinguished faculty member in the field of health and physical education. A charter member of
the Rollins College Sports Hall of Fame and former Rollins trustee, Mr. Greene stipulated that
the chairholder should encourage reverence for the "amazing creation of the human body and its
functions."
William R. Kenan, Jr. Chair
Established in 1967 by the William R. Kenan, Jr. Charitable Trust to recognize an outstanding
faculty member "whose enthusiasm for learning, commitment to teaching, and interest in
students will make a notable contribution to the College's undergraduate community."
Charles Harwood Chair of Management Science
Established in 1987 through a gift from the Estate of Charles J. Harwood Jr. '44 to attract a
distinguished scholar to the Roy E. Crummer Graduate School of Business. Mr. Harwood was a
research economist who was particularly interested in classical economics and the free enterprise
system.
Hugh F. and Jeannette G. McKean Chair
Established in 1997 by the Elizabeth Morse Genius Foundation to honor former Rollins president
Dr. Hugh F. McKean '30 '72H and his wife Jeannette Genius McKean '62H "as a tribute to the
enduring legacy of their intellectual curiosity, love of learning, and their enthusiasm for the
College, its students, and faculty." Mrs. McKean established the Genius Foundation in 1959 in
memory of her mother, who was the daughter of one of Winter Park's founders and greatest
benefactors, Charles Hosmer Morse.
[Bank of America] Chair of Finance
Established in 1993 by Barnett Bank, the predecessor to NationsBank, which was subsequently
acquired by Bank of America. The first faculty chair at the Roy E. Crummer Graduate School of
Business to be endowed by a corporation, it was created to recognize an eminent scholar in
finance with a distinguished record of teaching, scholarship, and community involvement.
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Sorenson Family Chair of Expressive Arts
Established in 1999 by Mr. and Mrs. Richard Sorenson to recognize a distinguished professor in
theatre, music, or art, building the reputation of the expressive arts at Rollins College.
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Steinmetz Chair of Healthcare Management
Established in 1999 by Mr. and Mrs. Charles Steinmetz, this faculty chair will enable the Roy E.
Crummer Graduate School of Business to recruit a nationally recognized scholar to lead the
School's newly established programs in healthcare management.
Winifred M. Warden Chair of Theatre Arts and Dance
Established in 2000 by Winifred ("Wynee") Martin Warden '45 through a gift from the Bert W.
Martin Foundation to recognize a distinguished professor of theatre arts and dance. The Annie
Russell Theatre is Florida's first educational theatre and home to one of the most prestigious
theatre arts programs in the United States.
Weddell Chair of History of the Americas
Funded by Ambassador and Mrs. Alexander W. Weddell, the chair was established by the
Rollins College Board of Trustees in 1948 as a memorial to Ambassador and Mrs. Weddell "in
grateful appreciation of their interest and help and in honor of their distinguished service to their
country and to Inter-American relations." It recognizes a distinguished faculty member who is
devoted to the teaching and correlation of courses in the history of the Western hemisphere.

(

EQUAL OPPORTUNITY IN EMPLOYMENT

The policy of Rollins College shall be that capability and merit are the basic criteria for
employment and that capability, merit, and length of service are the basic criteria for promotion.
Equal opportunity shall be assured in hiring, promotion, retention, training, and other personnel
matters regarding all employees without regard to race, color, religion, origin, sex, age, sexual
orientation, or disability. Discrimination against any individual for stated reasons is specifically
prohibited except where sex, age, or non-handicap is a bona fide occupational qualification. The
college shall effect its policy of equal opportunity through a positive and continuing affirmative
action program.

GRANT PROPOSALS - PROCEDURES FOR MONITORING AND
MANAGING GRANT-FUNDED ACCOUNTS FOR ROLLINS COLLEGE

Successful efforts by Rollins College administrators, faculty, and development personnel have
resulted in increased submissions of grant proposals to agencies, corporations, foundations, and
other organizations and the subsequent receipt of improving grant monies. This happy
circumstance has benefited the college by providing equipment; improved facilities; enhanced
academic, cultural, and research programs; and has contributed toward support of faculty and
students. These procedures are designed to coordinate and monitor grant proposals and grantfunded accounts and ensure timely submission of interim or final reports as required by grantees.
Rollins College officers want to encourage and support individuals who seek grant funding to
support their academic work on campus or in any other way to benefit the college. To facilitate
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this process, the Director of Foundation Relations and the Assistant Dean of the Faculty have
been designated coordinators for all grant processes which seek and/or receive external support
to benefit the college, its schools, divisions, departments, and/or faculty.
The following procedures became effective June 1, 1990. They are intended to promote
efficiency in seeking, coordinating, and monitoring grant requests and grant accounts; to assist
individuals who pursue grants on behalf of the college; and to ensure timely grant reporting.
They are not intended to inhibit efforts by faculty and/or administrators who seek grant awards
which will improve the college and its programs.
The following procedures, however, do not apply to requests by faculty or other individuals who
seek external funding to support their personal, sabbatical, or private activities unless funding
received is managed through the college's finance office. The Assistant Dean of the Faculty will
assist faculty in these personal efforts by working with them to identify external grant
opportunities and, when requested, by reviewing and/or editing their applications for such
support.
Faculty and staff should plan to submit concept papers for grant-supported projects to either the
Director of Foundation Relations (private foundations) or the Assistant Dean of the Faculty
(FederaVstate government agencies) prior to preparation of proposals (concept paper forms are
available from the offices of foundation relations or dean of the faculty) . Rough drafts of
proposals (with budgets) should be submitted not later than one month prior to grantee deadlines.
Faculty and staff submitting proposals should present final drafts for routing to appropriate
college officers not later than ten working days prior to deadline. (The deadlines for rough and
final drafts are especially pertinent in the case of federal or state government agencies where
matching funds and indirect costs are a factor.)
1.

Procedures for Submitting Grant Proposals:
A.

If receipt of a grant is contingent upon raising matching funds, the Vice
President for Institutional Advancement must authorize the project before the
proposal is submitted requesting said grant. This will help assure that raising
of the matching funds will not impact negatively on other fundraising priorities
and that efforts to raise the matching funds can be expected to reasonably
succeed.

B.

If receipt of a grant would require an institutional match involving college
facilities, personnel, and /or budget support, the Vice President for Academic
Affairs and Provost and the Vice President for Finance must authorize said
project before a proposal is sent out requesting such a grant.

C.

Prior to submission of a grant proposal, the Associate Vice President for
finance should be given the opportunity to review said proposal. This will help
to assure that consideration of budget implications, accuracy of financial
information, computation of fringe benefits, and verification of indirect
charges can be accurately incorporated into the proposal budget.
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2.

D.

The dean of the faculty should be consulted prior to submission of a proposal if
receipt of a grant resulting from said proposal will impact on teaching
programs and curricula affecting one or more faculty members.

E.

In most cases, grant proposals will be submitted by either the office of
foundation relations or the office of the dean of the faculty where one copy of
each proposal will be kept on file. One copy will also be forwarded to the
intended grant recipient's office.

F.

When a proposal is submitted to a grant-awarding agency, corporation,
foundation, or organization by the intended grant recipient, s(he) should
coordinate with the appropriate college officers named above, the finance
office, and the office of foundation relations or dean of the faculty. A copy of
the proposal should be sent to either the office of foundation relations or dean
of the faculty for the central files.

G.

The Director of Foundation Relations or Assistant Dean of the Faculty will
notify the appropriate personnel of the college (President, Vice President for
Institutional Advancement, Vice President for Academic Affairs and Provost,
Vice President for Finance and Treasurer, Associate Vice President for
Finance, Director and/or Dean) regarding the status of the proposal and its
intent. These individuals can then more accurately respond to inquiries or
conversations about the request.

H.

If a grant request is denied or held by the funding organization for later review,
a copy of the correspondence relating this information should be held in the
files of the Director of Foundation Relations or the Assistant Dean of the
Faculty and also by the intended grant recipient. All college officials notified
of the proposal submission under item 7 above will be informed by the
foundation relations/dean's office about important changes in the status of the
proposal.

Management Procedures for a Grant Funded Account:
A.

If a grant request is approved, a copy of the notification should be forwarded to
the Director of Foundation Relations or Assistant Dean of the Faculty, who
will consult with the appropriate officers of the college to determine who will
serve as the grant manager(s). In most cases, the grant manager will be the
intended grant recipient, particularly when s(he) has submitted the proposal
which has been funded. One or more officers of the college may also be asked
to supervise the grant. Individuals previously notified about the submission of
the proposal will similarly be told about the forthcoming grant and the identity
of the grant manager(s).

B.

The Director of Foundation Relations or the Assistant Dean of the Faculty will
ask the Associate Vice President for Finance to assign an account number to
the grant and will indicate which grant manager(s) can "sign off' on
expenditures from this grant account. All pertinent information regarding
intent of the grant, matching funds necessary for receipt of the grant, effective
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dates of the grant, and required financial reports due to the grantee will be
forwarded to the Associate Vice President for Finance and the grant
manager(s) to ensure efficient financial management of the grant account.

~

3.

C.

The grant manager(s) authorized to expend funds from the grant account will
use this grant account number on all purchase requisition forms or any other
appropriate college forms to assure that proper debits and credits are processed
by the finance office when bills are paid.

D.

When notification of a forthcoming grant has been received and the grant
account number established, expenditures can be assessed against the account
by the grant manager(s) prior to the actual receipt of funds. In this
circumstance, the Associate Vice President for Finance should be consulted,
and a grant account would reflect a deficit until the grantee's check is deposited
(or the Federal/state agency "billed".) This procedure also applies when grants
extend over several years and annual grant payments can be realistically
expected.

E.

The primary grant manager will maintain a file in his or her department office
which contains all grant information, including the original proposal and
grantee's reporting guidelines. A cover sheet supplied by foundation relations
or the dean's office will indicate reporting deadlines. The file should also
contain copies of all purchase orders, invoices, staff advance payment or
reimbursement forms, and/or papers relating to expenditures from the grant
account. Copies of these materials are not necessary for the files of the
Director of Foundation Relations or the Assistant Dean of the Faculty, who
needs only an itemized list of expenditures included in the interim and/or final
reports for the central file.

F.

Careful coordination between the grant manager and the Associate Vice
President for Finance on a timely basis should also assure proper expenditures
relative to salary and benefits paid out of college budget accounts, part or all of
which can justifiably be transferred from the budget account to the grant
account. These salary and benefit expenses might be for a full-time or
temporary employee, and the amounts might vary from year to year, but each
should be clearly defined in the proposal and the proposal budget approved by
the grantee.

G.

The Director of Foundation Relations or the Assistant Dean of the Faculty will
notify the Associate Vice President for Finance and grant manager(s) regarding
receipt of required "matching fund" grants applicable to a designated grant
account. This "combined" account will assure an accurate total in the grant
account and eliminate any confusion about which "matching funds" apply to
the grant, particularly when the grant period covers more than one year or
department. This procedure will also simplify interim and final reporting (both
narrative and financial). In the case of federal or state government grants,
matching funding will most likely be monitored in a separate grant account.

Grant Reporting Procedures:
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A.

The foundation relations or dean's office will maintain a master file containing
pertinent information on all outstanding grants and required reporting dates.
Although the grant manager(s), Vice President for Finance and Associate Vice
President for Finance should record these reporting deadlines on their
calendars and follow through independently, the foundation relations and
dean's office will notify appropriate individuals regarding upcoming reporting
deadlines.

B.

The grant manager is responsible for developing appropriate narrative
information to be used for interim and/or final reports and the Associate Vice
President for Finance is responsible for preparing or confirming financial
information for said reports as required by the grantee's guidelines.
Submission of the interim and final reports should be coordinated with the
Director of Foundation Relations or Assistant Dean of the Faculty when
appropriate and when a letter from the President or other college official
should accompany the report. The Director of Foundation Relations/ Assistant
Dean and the grant manager should keep a copy of these reports in their files.

C.

Financial reporting forms are often provided by the grantee to the finance
office. Either a copy of this financial report, or a memo itemizing expenditures
submitted by the Associate Vice President for Finance on the report, should be
sent to the grant manager and to the Director of Foundation Relations or
Assistant Dean for their files.

D.

The Director of Foundation Relations or the Assistant Dean will assist grant
managers and the Associate Vice President for Finance with reporting
processes to the degree they need assistance.

E.

When a grant manager, Associate Vice President for Finance, Director of
Foundation Relations, Assistant Dean of the Faculty, and/or other applicable
employee resigns, retires, goes on sabbatical, or is out of his or her office for
an extended period of time, all necessary steps should be taken to assure the
orderly transition of grant requests, management, coordination, and reporting
responsibilities. Appropriate individuals at grantee organizations should be
informed about personnel changes that affect grant accounts.

?...t~
GRIEVANCE PROCEDURE FOR FULL-TIME FACULTY FOR NON-EVALUATION
DISCRIMINATION CASES
---~e,MIW~Wer
1.

Definitions:
A discrimination grievance is an mJury, mJustice or wrong in which the grounds for
complaint are based on race, color, religion, sex, national origin, age, disability, veteran
status, or sexual orientation.

2.

Eligibility:
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All full-time faculty may use this procedure for discrimination related grievances. Staff,
students, and adjunct faculty must use the procedures outlined in the appropriate
handbooks. All grievances arising from the evaluation system are to be handled by the
Faculty Appeals Committee. Discrimination grievances arising from the evaluation
procedure are to follow the process described under VII. below.
3.

Overview:
Most complaints can be resolved through discussion between the parties involved.
Individuals are encouraged to engage in direct consultation with each other so the problem
can be solved through conciliation, if possible. An individual is not required to confront a
harasser, and may choose to initiate the grievance procedure either formally or informally
though the Director of Diversity Programs and Affirmative Action.
If a member of the college community reports any kind of sexual harassment or any form

of discriminatory behavior to the Director of Diversity Programs and Affirmative Action,
the Director will report this behavior to the Provost. Where no formal complaint is filed
every effort will be made to ensure the confidentiality of the complainant. No disciplinary
action will be taken against a respondent unless there is a full formal investigation.

Any retaliation against a faculty member for having made a complaint is grounds to file a
second complaint based on retaliation.
Any faculty member who believes that he or she is the victim of discrimination or
harassment may elect to follow the procedures detailed below. If a faculty member elects
to file a grievance under a grievance procedure (either another Rollins College internal
procedure or a procedure outside the college) other than under the Discrimination
Grievance policy, (s)he cannot elect to have the same grievance heard under the procedure
outlined below. If a faculty member believes (s)he has been discriminated against on the
basis of race, sex, color, religion, national origin, disability, age, military service, or sexual
orientation during the process of a grievance other than the Discrimination Grievance
Procedure, (s)he may file a complaint under this grievance procedure. A faculty member
must file a discrimination grievance within forty-two (42) calendar days from the date of
the alleged incident of discrimination or harassment, or from the date of the most recent
incident in an alleged ongoing pattern of discrimination or harassment.
4.

Burden of Proof:
In all cases, the burden of proof rests with the complaining party. The Director of
Diversity Programs and Affirmative Action will be available to assist in fact finding but
will not be responsible for proving the complainants charge.

5.

Investigations:
The complaining party must make clear to the Director whether (s)he intends to utilize the
formal or informal investigation procedure. The Director will provide advice and counsel
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in making this decision, but the responsibility for choosing rests solely with the
complaining party.
A.

Informal Investigations:
Note: It is not necessary to initiate an informal investigation prior to initiating formal
procedures.
If consultation between the parties is a)not appropriate orb) not possible, or c) do not
lead to resolution a preliminary investigation will be made by the Director of
Diversity Programs and Affirmative Action. Should these efforts not resolve a
grievance within ten (10) working days, formal procedures may be initiated.
The primary purpose of the informal investigation process is to attempt resolution of
a complaint at its earliest possible time. The investigative findings and the resolution
in this process will not be part of a formal written record. That is, no written
documents will be held or forwarded to any office other than the Office of Diversity
Programs.
The informal process will not result in any disciplinary action.
The informal process has several limitations but is useful for providing advice and
counsel to the complaining party. If an intrusive investigation is necessary, the
formal process may be more appropriate. Under the informal process, every
reasonable effort will be made to protect the privacy of the parties involved. If the
complaining party requests strict confidence only advice and counsel, can be given
under the informal process.
Within five (5) working days after the conclusion of an informal investigation, the
complainant may file a written complaint with the Director of Diversity Programs
and Affirmative Action detailing the nature of the complaint.

B.

Formal Procedures:
When a formal complaint is filed the Director of Diversity Programs and Affirmative
Action will notify the subject of the complaint (respondent) of the formal complaint
and provide the respondent with a copy of the formal complaint. The respondent
may submit to the Director a formal written response to the complaint within five (5)
working days, and the Director will send a copy to the complainant.
The person charged has a right to due process which ensures immediate and full
written disclosure that a complaint has been filed, of the name of the charging party,
and the circumstance(s) which precipitated the filing of the complaint.
The person charged will be advised by the Director of Diversity Programs and
Affirmative Action, in writing in the case of formal complaints, of the person's right
to offer any evidence and the names of witnesses or any other support documentation
relevant to the allegation.
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Within ten (10) working days, the Director of Diversity Programs and Affirmative
Action will initiate a formal investigation of the complaint and attempt conciliation.
During this period, the Director will have access to all information pertinent to the
case and will inform the appropriate Dean(s) or Program Director and the Provost of
the complaint. Within five (5) working days after the conclusion of ~he formal
investigation, the Director of Diversity Programs and Affirmative Action will present
a letter of finding of probable or no probable cause that a discriminatory act occurred
to the Provost with copies to the complainant, respondent and Dean(s) or Program
Director. In the case of finding of probable cause the Director shall make a
recommendation for resolution to the Provost who will make a final determination
within thirty (30) working days. In the case of the Director finding no probable
cause the complainant may appeal to the Provost whose decision will be final.
Both parties will be provided copies of the written findings of the Director of
Diversity Program and Affirmative Action when the report is given to the Provost.
It is rarely necessary for the person charged to need to seek the advice of an attorney,
however, if the person charged retains an attorney, the complainant will be notified
and the College administration may seek the services of legal counsel.
6.

Hearing Committee:
If the Provost's determination is not agreeable to either the complainant or respondent or
the Dean(s) or Program Director, the decision may be appealed within ten (10) working
days to the Provost. The Provost, will convene a Hearing Committee.

A.

B.

7.

The Dean(s) or Program Director, with the advice of the Director of Diversity
Programs and Affirmative Action, will provide to the Provost a list of 15 current
faculty members keeping in mind adequate representation of the diversity within the
College community. The Provost may add or subtract names from the list to serve as
a pool from which a specific hearing committee of three (3) people will be formed as
follows :
1)

One shall be chosen by the complainant

2)

One shall be chosen by the respondent

3)

One by mutual agreement of the two parties.
possible the Provost shall choose.

If mutual agreement is not

The Director of Diversity Programs and Affirmative Action will act as a consultant
to the hearing committee and may attend all non-deliberative meetings of the hearing
committee. The Director will have no vote during the procedure.

The Hearing:
A.

The purpose of the Hearing Committee is to review the entire complaint.
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F.

The three committee members will select one member to be chair. Normally this
will
be the member mutually agreed upon.

C.

Both the complainant and the respondent will have the right or option of assistance
by an advisor, or counselor from the College's faculty or staff body.

D.

The hearing will be private and confidential. Both parties, and their advisors or
counselors, if any, and the Director will be present at all sessions of the hearing,
except during deliberations.

E.

Each party will have the right to call a reasonable number of witnesses to support his
or her position. Witnesses will be present only when their testimony is being given.

F.

Both the complainant and the respondent will have the right to question each other
and to inquire into any testimony given at the hearing. The advisors may advise and
answer questions directed to them, but may not otherwise participate in the
proceedings.

G.

The chair will have the right to rule as to the relevance of testimony at any time
during the hearing. The other two members can agree to overrule the chair.

H.

The hearing committee will have the right to examine official records of direct
relevance to the matter.

I.

The hearing committee will deliberate in private. These deliberations will be kept
confidential.

J.

The hearing committee will make a written report, including findings of fact and a
recommendation to the Provost, or other individual designated by the President to
take action, within thirty (30) working days of its convening, unless both parties
agree otherwise.

K.

The case will be held in confidence during and after the entire procedure.
Committee members may not discuss the case with anyone at the college beyond
those directly involved in the case.

L.

The Provost or designate will make a decision, which may accept or reject, in whole
or in part, the recommendations of the hearing committee. Copies of the hearing
committee report and Provost or designate's action will be sent by the Provost or
designate to both parties and the Director of Diversity Programs and Affirmative
Action within ten (10) working days after the conclusion of the hearing.

r(:

8.

Appeal:
Either party will have the right to appeal the decision of the Provost or designate to the
President. Written notice of the desire for an appellate review must be submitted within
five (5) working days after the prior decision has been reported. In the event an appeal is
made, the written report of the hearing committee and the written action of the Provost or
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designate will be delivered to the President. The President may request from the Director
of Diversity Programs and Affirmative Action such information as necessary to aid in this
review. Within ten (10) working days, the President will affirm, reject, or modify the
decision or action being appealed and this decision will be final.

LEARNING DISABILITIES
Few developments have caused as much concern in contemporary higher education as the
emergence of a large number of students with learning disabilities. 1 Over 12 million of the
currently enrolled college students in America self report as "learning disabled." This figure
represents approximately 10.4 per cent of the total college student population. The learning
disabled are the fastest growing student group in higher education. Although presently
concentrated at the baccalaureate level, these students may form a significant number in graduate
and professional programs in the near future.
Social context, as well as law, is necessary for an understanding of this issue.
Leaming
disabilities have been identified and accommodated for nearly twenty years in the precollegiate
educational environment of North America. While the majority of those with learning
disabilities never request any consideration, a significant minority of them enter college with the
expectation that assistance will be provided upon demand.
The College approaches learning disabilities under the terms of the Americans with Disabilities
Act (ADA), the enforcement guidelines issued by various departments of the executive branch
of the federal government, and the rulings from a varied and growing number of courts cases.
Accordingly, it is hazardous to offer generalizations about the law and learning disabilities. The
following statements seem valid, though.
Colleges and Universities may not require that either applicants or enrolled students disclose any
disabilities. Colleges may-and Rollins does-invite self disclosure by students after they have
been admitted; but even after admission the law forbids requiring disclosure. Because the law
forbids asking who is disabled and in what manner, it is obviously difficult to formulate useful
and clear policies on learning disabilities. Nevertheless, Rollins College must and will comply
with the law by attempting to assist students in the following manner in all of its programs.

Institutional Policy and Procedures for Responding to Student Requests to Faculty
for Accommodations of Learning Disabilities
If a student requests an accommodation based upon a learning disability, Rollins reserves the
right to require an independent professional diagnosis before responding to the request. This
requirement is intended to document the need for an accommodation and to determine what
manner of accommodation is appropriate. Students must pay for these diagnoses. When a
student's disability is appropriately verified and identified, faculty and staff will be informed on
1 1 The term learning disabilities is used to indicate a variety of conditions that create difficulties for certain
individuals in such areas as listening, speaking, reading, writing, reasoning, and mathematical abilities. Learning
disabilities are not related to general intelligence. Most American college students with documented learning
disabilities have above average scores on intelligence tests .
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a need to know basis because the ADA forbids indiscriminate dissemination of such
information. Indeed, the law explicitly grants students with disabilities the right to limit access
to this information.
Institutional and faculty responsibilities to learning disabled students cannot be specifi_ed a priori
because the ADA stipulates that each case must be addressed individually. Under these
circumstances, both Rollins College and members of its faculty must proceed on the basis of the
following considerations.
(1)

"Reasonable accommodation" for the learning disabled is required under the law. Both
institutions and individual employees have been held liable for violations of the provisions
of the ADA.

(2)

No institution has ever been required to waive an academic requirement because of
learning disabilities, but substitution requirements have been required in many instances.

(3) · "Reasonable accommodation" is an elastic requirement because the law requires that each
case be treated individually. It has commonly been interpreted to encompass such steps as
allocating additional time to complete examinations or allowing the use of word
processors, instead of pen and paper.
Its application does not, however, reqmre a
reduction in the rigor or standards used in evaluating a student's work.
Given this uncertain and highly complex legal environment, it is potentially dangerous for both
faculty and the institution to act in isolation when responding to student requests for an
accommodation. Therefore, the following procedures should be observed by all faculty of
Rollins College. It is also advisable to attach a copy of this procedure to course syllabi at the
next available opportunity or to distribute it separately to classes.
When presented with a request for accommodating a learning disability, a faculty member should
advise the student to make an appointment with the Director of the Academic Resource Center
(ARC) to formally request the appropriate verification of the need for an accommodation.
Faculty should concurrently notify his/her dean. The staff of the Academic Resources Center
and, if necessary, the dean(s), will consult with the faculty member and student about the
accommodations which seem appropriate and attempt to assist the student(s). If necessary, the
ARC staff, with appropriate guidance from outside professionals or other college staff, may
recommend a "reasonable accommodation" for each case and advise the faculty and student
accordingly.
Such recommendations should be put in writing and retained in the student's file. Faculty who re
dissatisfied with the findings and recommendations of the ARC should inform their academic
dean. Students who are dissatisfied should inform their Director of Human Resources. If no
resolution can be found voluntarily, the dean and the Director of Human Resources will issue a
recommendation to the Provost for a final decision.

RESEARCH-SPONSORED
Guidelines for sponsored research have been prepared to assist faculty and staff members in
applying for and managing externally-funded research and other sponsored projects. (See
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"Procedures for Monitoring Grant Proposals and Managing Grant-Funded Accounts for Rollins
College.") Faculty and staff members should be aware that funds accepted by the college
become the responsibility of the college. The college is accountable for and liable for any errors
or omissions. Therefore, the policies and procedures described in the grantsmanship procedures
that follow are applicable to all requests for grants and subsequent grant funds admi~istered by
the college. Contact the Office of Foundation Relations for assistance with requests to private
foundations and/or the office of the Dean of the Faculty for assistance with Federal/state
government and sponsored program sources.

SEXUAL HARASSMENT

Rollins College Statement:
Rollins College is committed to creating and maintaining a community in which students,
faculty, and administrative staff can work together in an atmosphere free of all forms of
harassment, exploitation, or intimidation, including sexual. Specifically, every member of the
college community should be aware that Rollins is strongly opposed to sexual harassment and
that such behavior is prohibited both by law and by college policy. It is the intention of the
college to take whatever action may be necessary to prevent, correct, and if necessary, discipline
behavior which violates this policy.
1. Policy:
In keeping with efforts to establish an environment in which the dignity and worth of
all members of the institutional community are respected, it is the policy of Rollins
College, that sexual harassment of students and employees is unacceptable conduct
and will not be tolerated.
2. Definition:
Unwanted and unsolicited sexual advances, requests for sexual favors, and other
deliberate or repeated communication of a sexual nature, whether spoken, written,
physical or pictorial, shall constitute sexual harassment when:
A.

submission to such conduct is made either, implicitly or explicitly, a term or
condition of an individual's employment, academic status or participation in
college sponsored activities;

B.

rejection of such conduct is used as the basis, implicitly or explicitly, for
imposing adverse terms and conditions of employment, academic status or
participation in college sponsored events; or

C.

such conduct has the purpose or effect of unreasonably interfering with an
individual's work performance or creating an intimidating, hostile or offensive
working or learning environment.

3. Resolution Procedures:
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It is the policy and practice of Rollins College to thoroughly investigate and remedy

J

any known incidents of sexual harassment. In order to do this, sexual harassment
must be reported. Accordingly, anyone who feels aggrieved because of sexual
harassment is encouraged to communicate their problem immediately. The complete
resolution procedure can be found in the following Grievance Procedure.

f

6.

Special Awards: ASK PAL - A&S ONLY?
A.

Three Arthur Vining Davis Fellowships are awarded to faculty each year at
Commencement. Selection is determined by students, faculty, and administration
according to the following process. Students and faculty are asked to nominate one
or more faculty members who have made significant contributions by virtue of
"outstanding teaching, scholarly work and publications, completion of significant
research projects, accomplishments in the fine arts, important contributions to the
educational goals of the College or outstanding contributions to the cultural,
economic, and social community to Central Florida. Self nomination is permitted.
The final selection committee is convened by the Provost and includes the outgoing
President of the Student Government Association and the three current Fellows.
Faculty receiving the award within the past four years are ineligible. The Fellowship
carries a stipend of $1200.

B.

The Hugh and Jeannette McKean Grant: Inaugurated in the 1982-1983 academic
year, this grant is a $10,000 cash award to a faculty member for a special project.
The Grant is a gift of Hugh McKean, former President of the College. Faculty will
be notified of the availability of the award in a general announcement.
The Grant is awarded by an external jury of Rollins alumni who are prominent in the
academic world anµ in the arts. The jury membership changes from year to year to
provide a diversity of perspective. In seeking to interpret the intentions of the donor,
the first jury arrived at the following criteria for evaluating faculty proposals:
1.

Potential contribution of proposed project to scholarship, teaching, or the
creative arts. Importance, originality and cogency of the proposal.

2.

Apparent ability of the candidate to carry the project to completion. Where
appropriate, candidate's expressed knowledge of previous work in the field.

3.

Likelihood that the completed project would benefit the faculty member and
the Rollins family.

4.

Evidence that the McKean Grant would facilitate a project that otherwise
might not be possible.

Generally, a call for proposals is issued in the spring. The Grant winner is announced the
following academic year. The arrangements for the Grant are coordinated by the Provost
using guidelines established by the Committee on Professional Standards.

I
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C.

Other Support for Professional Development: Each school and division has its own
programs of professional development and faculty are urged to consult other sections
of this Handbook.

